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WORK T.OAD FACTORS

NTA /ADMN— 25X1A

lumber of Projects, by type, which
require the preparation of a Logistics
Annex. E———
Number of requisitions per month, include
ing price studies, prepsred per month 50
Tine items on above « average 10
Number of property disposal actions
processed per month 0
Humber of Cables and Disﬁntches prepared
per month

Cebles 25-30

Dispatches | 90-95

- 25X9

¥Ysn hours per month spent attending

meetings and conferences -
Man hours per month spent in the review

of proposed regulatory issuances 10

Recurring and intermittant reports and 25X9

man hours gpent on them per month:

Recurring Hgports Noe
Very 1ittl
demsnd

Intermittant Reports No.
Humber of actions and man hours exvended
per month on general services type activities

Aetions Hot svallable Man Hours
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THRY 1 Chief of Administration, DD/P
SURJEAT t Survey Deport of +hJi'E /  din 25X1A
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3.

PHORTEN, To re-svaluste Personnel Type T/0 Positions witnin F& Division
with & view towsrd determining:

8e +ihe approprisis location, organizationally, for the most economic
and efficient performence of essentisl Persomnel functions and,

e The minimum muber of perecmnel esllwsied to 1 requlred for the
performsnee of such functions,

CIS BUALTHG OH THE FROULEM,

g. The time nllotﬁed for thir survey wee five days, which Timited the

f the functlone, records znd procedures of

7y together with such work load data ses wes 25X1A93
readily availanle. lans Research snd Develop=-

ment Staff, Personnel Office, DV/A axd R Fersonnel 0ffice 25X1A9a
Placement Officer assigned to the EEL Hvisien, provided technical

advice and aspistance in the conduct of this study and snalysis.

be The EE Jivision situstion is sbnormsl in some respects in view of
the inereased personnel activity resulting from current reduction 29X]4\6a

ee VUrg 3 :
;s*mup»ed funetiam}.ly inta an i}fﬁce of the Ghi&f’, Carser Cervice,
Procesging swi Reconds, end ¥ilitary Personnel Units.

DYECUSEION .

2+ Tre functions of the| I 5, b=ve resulted from on

’ sccumiletion of duties rether then from comprshensive formally
prescrived delegetions of suthority. Fxamples of cuties secummlated
inelude the coordinntion of Person el Vvalustion Reports and the
surport required of the Mvision by Career Service Hoards. Hajor
functions presontly performed in the Cereer Service and ¥ilitsry
Persopnel Units are Indiceted in Tabe B end C. The Processlrny and
Hecords functions are indlcated by & study of the fourteen typem of
regords malntsined. # descoription of each of thsge records is
riven in Tab D. chel
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work loads for the monthe of June, July snd Augunt, 19523 shown in
detall in Tebe ¥ and F, indicate a total of 3138 personnel sctions
for the period or zn avererpge of 112 per month. ‘n amlysis of
carrespondence for the same peried showe a totsl of 11§ cetles, 25k
diepatchos and 718 nemorandums or & monthly sverage of 3% osbles,
8l dispatches and 72 mernorandums.

0f the total correspondence zetions for the three month peried
snalyzed, (591}, 15 or 2L.5% pertained to military psrsonnel.

af the total personnel sectieons for the period, (388), 102 or 30.174
were pronciion actions, 98, or 28.9% were re-assignment actions and
€9 or 20.4% were resignetion sotions.

There are lourteen Lypes of records rmeinisined in the persommel
Sention EY, as described in Tab Do It i3 indicated thet the position
inventery card, (UF Form Lb), when posted with sl1 pertinent pere
aomel date and appropriately Ilagged mmy posgibly replece five of
the existing separate records. i Senlority ceris, Whesldex rotstion
record and personnel evaluation suspense records and the individusl
personnel file,)

It is indicated that usege does nol fully jJustify the retention of
the major portion of the material in the individual perconnel flle
folders, {presently consisting of 11 file catinets) particularly
thoge documents whieh pertein to finence msiters, Inasmuch 85 the
copies of sueh records sre maintained in finsnce, a1l such meterisl
should be withdraun from the fles. Tf work shcets, routing and
recordas sheets, informstiion coples of old canles, dispstches, cte.,
were withdreun at the same time the eleven Iile eabinots of files,
mimis the 15 cabinete to be transferred te Perscnnel 9ffice, DU/A
could be reducad Lo possibly threo cabincts containing /P Data
“heets (Torms Y9=hl), selected cshles snd dispetchem of & current
value and similar documoniz perteining to personnel matterz only.
“etabld shment of orderly recoids retention schedulas for 211 sueh
docoments would keep the contents st & minlwom. n the other hond,
it is mugpgested by the Uhlef of Personnel, ¥ thst the ertire flle
could he dispensed with and the Jay-te-dayr reference requirements
of the BE IMvision could rossibly be met with the Fpeitlon Inventory
fecord (OF Form hb) snd 2 Persomnel Date Sheet (Porm 59-Lk), (ence
the OF Form Lb is completely posted and fleyped) providing resdy
availability of the official personncl Tile lolders mainteined by
“ersonnel Dffice, Di/E was assured,

While fimms recommendst’ons on divisien parsonnel file requirements

should perhaps be deferred ontil the survey of 511 ares Sivisions
iz corplasted, thie should wof prevent the sereenim: of the files of

-2‘
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fnancial docunmente and other wortilesr or little used moterial,
tfter &1 sres divisions have reen surveyed, it mey be pessitle to
nrageribe the individusl file folder, including s determinstion as
to “ta conients and use,.

he The EY Division hee questioned for some time, tue justification of

s mititewy perscnnel officer in ile Fersonnel ectlon, It is indi-
cated that in sctumlity the funciion is meinly scting as a cut out
beatwesn FIPU and the field., “hile, admitiedly some files rmst be
ket In the divigion on »1litsry personnel, EE staff papers on the
suijeet indiente thet the clericeal roubine of suspence, files, elc.
could be handled by clvilian versonnel if tie milidsry Personnsl
Hyiaion, /4 were given ection responsitility on such catlcs and
dimmetches, - - T

1+ Adequate control over Avision poliey and Internsl interests of the
divimion could poseibly be srotectod by relelning the releasing
suthority within the division, and by maintaining working files and
susponse roecords of ‘nformstion conles of iocoming cebles and
dispatches.

3. A= the work load figures in veregrsph 3 sbove indicates; 2h.55 of
81l FE personncl correspondence merisins to ¥iitary Personnel matters.
Sinve the function ai presemt congisis in the =malin of obisining
official infomation from PO end relayiny 1t to the Tield, {the pre-
veration of action pepers in finsl form by MFD, and relesme through
the Mvislon would aliwminste the need for a Militery Personael Off-
icere The clericel suprort now rendered to thiz function could be
diverted to perfection of the OF Form Lb, Position Inventory Record
snd to acresning of the individual personnel file folders.

FORCTHST OB,

as Ythe functions and activities of the EF Personnel have resulted from
an acoamiletion of dotles rather than frowm formally prescrived wige
sionse. %orkloads and requiremenis sre imposed by two major grouns =
the Caresr Tervice Boerds end the Personnel Office, Du/A. Funce
tione of fren Jivision Tersonnel Tections should be developed and
nreseribed by the collaborative eofforts of D0/P Admin end ttse-&ﬂ/}\.,
nroverlty defining the relationships of career service program and
nergonne! management. AL the completion of tnls survey it mev te
congt vle to propose standerdised functiong in this regerd,

in the absence of clear cut delegations of suthority and formeslly
srescrited functions of decentralized personnsl offices in the DD/P
eres divisione, the followling mctivities eppear to be properly
nleced orgenisationslly. More fire conclusions ss 10 the sprropriate

-1
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placement of thew functions csn ¢ reseqed only after Lie comple-
tion ef the %f ¥ Survey:

{1) Tnordination and rrview of the Personnel Evaluation Heports

{2} ¥aintenance of curvent information amd status of T/0's and
asition Ynventory Records (Forms IF Lt}

{3) Servicing snd support of Career Tervice Poard Activities bys
{e) Troviding advrnee informetion on returning nrersonnel

(v} ‘“roviding summary information on Tumoers, gradss, detes
of prades, localion, otc. of persomnel by ceresr cabegory.

(2) Painbaining control and follow-up on the applicstion of
trainine prescritéd by Career Zarvice Bosrd sctions.

{d) Prepsration and processing of SV-5Z and such other support-
ing papers =g may be required to secompligh perscnnel
gctiaone and wainbelin current informetion on stetus of auch
setiong.

(L)Y “riefing of ercloyvres  rfor to uvergess movament.

(g} Corresponding with elemsnts of B Division, headquarters snd
field, on =mgiiers of inguiry, poliecy interprotation snd proced-
ursl instructlon.

{6) ¥aintaiming locator file of 81l ¥E Contrszct igente.
(7) Froviding perscmnel szdvice snd esslstence to FE Persomnel.

Wwile the avove basic functione may be proper for the offices which
now perform them, the records snd »recsdursl vrocessse s2nd routines
regquired for implementation couwld, no doubt, e immroved upon and
to & certain exbert standsriized, ~ore comprehenslive rocommendsiions
in this regerd would be premsbure at this giege of Lthe surveys

v« The vericas iypes ¢f personnel remrﬂe meintsined end the =ffort
invelved in thelr saintenence ssn te reduced by perfection of the
°F Form Lt and by screening or totsl elimipsiion of the individual
nergonnel records.

ce The assignment to ¥ilitary Perromnel Uivwision Di/4 of action respone
2itiTity on caides and dispatches perteining to militery persomnels

-k -
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{1) Can be made without infringement of EE Division suthorities,
{2) %11 relieve the §E _of aporoximstely 2h.55 2°X1A
of 1ts corresnondence activitd os,

{3) %1 vermit the elimination of the "1litery Personnel 0fficer
and the T/0 slot occupied.

tde The increas . +1 work loed includes the eventual preparation
25X9A2 of actions in converting from the old %o the new
25X1A6a Qs Once the current sbrormal eitustion resulting

from the current reduction in thllllEEEEEEEEEE - 1cvel e off, 25X1A6a
»nd necessary personnel records are *rought up to dste, » re-gvglue=

ation should te wmade of the slerieal rositions regired for the

“ersornel Section.

B¢ HEOOWMUADRTIONG,

8« That the functions outlined in naragraph 1 of the conclusiens above
be tentat’ vely recognimed ss froperly placed orsni sationallv in an
Area dvision.

te That effori be sccelerated towsrd {e objeetive of perfection of
Perssnnel Invertory Records to renlece separate records presently
k@??t)t

Cs That the intividusl persenne’ #lag he acreined of 211 Pinsncial and
obsolate material, and gsons!derstion glven to the ultirste total
»limination of such files,

@ That Y11 tary "srponnal Hviston, DO/E be asrigned action vesponsi-
113ty on £ Yilitary Personnel om les end digoatches with ralenging
sutbority retsined in T% NMvision.

®e Thet the prosont position of Military Porsonnel Dfficer, (G811 T/0

"lot) be sliminated.

25X9
e
. T o 3 . SL00 O 8 LN
vacant clerieal slots after the earrent work leoad levels off.
Lo (OOHOTHAPTONR, Comments and concurrence of Chief 2 n/FE are contal negd
in memorsndum stiacted ms Tab G. 25X1A9a

tesistant Menayement Officer, 10/2
(For Clandestine Services)
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comeur with followsng veservatians’ , {
Lrhat Ha(y) s comsidered a;ewmrma) bne-fnbe’ ¢ NGT udaflcanord of

1. thar fixal Fecom ma end2Tisns 2w a7 coMP/._-,-,,'.., of eMT\VE Survey

cpBs br:éflbj

25X1A9%9a
"lens Research & Jevelopment “taff
Pargomnel 0ffica, /A

25X1A9%9a

Porsonnel Macerment Officer
Persormel (fice, /A

APTLOY I
ARt A s

FOIAb3b

Ve Le PEEL
*anegement Officer, Di/A

- -
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